Amending a Requisition
(Funds Increases on Requisitions prior to Award)

Under BPD procedures, if an Award is going to exceed the Requisition amount by more
than $1,000, a Funds Increase is required. This can be done by amending the
Requisition, changing the line item(s) to the new amount(s), and then routing the
amendment back to the requesting office for reviews/approvals. If funds need to be
increased after an award has been made (i.e. by modifying the PO, DO, or Contract), a
Req For Mod needs to be initiated (see Req For Mod instructions).



nd Line lte

EZR Information
EZ REO Requisition Mumber. AMEMNDED-PR-FOR-FI  Siatus: Releazed Mumber of iterms: 1
"""""""""""""""" Warsion: BASE Styge: Released Requisition Taotal Amount: §1,000.00
- Cammmitrment: $1,000.00
I hfain I
ferns |
Yendars Requisition Date: 090652002
Supporting Docs Reguigitioner. THOWAS MORTHEIP
Site: BFD .
Form Info
Buyer. THOWIAS MORTHEUF Cth
i i (13 2
¥l Buyer Azsign Date: 09002 Amend
Route History Owener: THOWAS NORTHREUP
Statusz Histary FPrimary Product/ Service: PRPURCHASE REQUEST

Muotifications
Fayment Office Code: ARCIASDIASE

CoMTIEd o i Marme: ARCIASDIASE
Mavvigator Address: 200 38D STREET
Return to Horme UNE - 8TH FLOOR.

To create an amendment, the EZ REQ most be converted

from an EZ REQ to a full Reguisition.

Are you sure you want to corvert to a full Heguisition?

es| Mo
Click
G‘YeS’7
Amendment Mumber; (000001
Creste Cancel
Choose

“Create”




MNumber. AMENDED-PR-FCRFI

Requisition atsion: | 000001-In Progress

Main 7

[

Stage: fLmended Recuisition
Metview: On

Mumber of tems: 1

Total Amount: $1,000.00
Cammittment %1 000 NN

I e I -

Additional Info Reguisition Date: IW &
Froject -
o Feasstoner. [RORTFR: B |, buttons e present
Euei:ﬂt:nr Buyer: [TNORTHRU J and we can now amend

i Originating Office: | Eciit J the PR.

vendors Frimary ProductiService Gode: |F‘R J

Supporing Docs Received Date; I &

Form Info

validations 2. Click

Route Histary “Ttems”

Status History

Motifications
COwnership
mavigatar

Feturn to Home

Bk B fimne

Status: In Progress
Stage: Amended Requisition

5.
Requisition Fequisition NUmt.:IEI': AMEMNDED-PR-FOR-FI
TP T Wersion: 000001
Main
I ltermns I
Yendars Select  kern Mumber  Description
Supporting Docs u oot Item to be increased by $1000 or more
Form Info
Walidations

Route Histary

Sta Hi=tory
Motmcations

Cnvnership
Mavigatar

Return to Hame

Murnber of terms: 1 |
Taotal Amaount. §1,000.00—

e e mand A OO0 O

Option ftem

Status Cluzntity  Arourt

Ttemn fctrve 1 $1,000.00

Choose the item that will be
increased.




Mot an current amendment.

Requisition
Mo 1 o T ——
Additional Info [term Mumber; 1 S 1
Ship To Description: |Itemt0 be increased by $1000 or mare = “C eCt. ,
Teut Quantity: 1 MOdlfy
Summaw Unit of lssue; E&
L Unit Price: $1,00000
S Amount $1,000.00
User Productf Serice Code: (Maong)
7.
i Requisition Mumber. ALENDED-PR-FOR-FI Iterm Mumhber 0001 of 1
Requisition
I m— I
Additional Info [tern Mumber |1
Ship To N _
i Deseription: fitem to be increased by §1000 ar more =
Text -
califier; IEl*Jr Cluantity "I
Summary _ B0 1. Note how the look-
Feturn Jnit orlssue: up buttons are present
Quantity: |1 and we can now
Uinit Price: |1 00000000 Il'lOdlfy the LI.
Amount [1000.00 \
User Product Code: | J

Calculate By Percent.
2. The current

unit price is
$1000.




e o] o

[term Information
Requisition Momber. AMENDED-PR-FOR-FI [tern Mumhber 0001 of 1

| ceneral | B = General
Additional Info tern Number: [T
Ship To Description: [item to be increased fiy §100] 1. We must increase it to the NEW
Text TOTAL, and NOT just by how
Summary Qualiier. [By Quantiy 7] much it is going up in price.
Return _ I— Therefore, the new unit price is
Unitoftssue: [E B $2000, this does not mean the unit
Quantity: |1 ¢ increased by $2000, it means the
Unit Erice: @uulgmm new price of the item is $2000.
Armaunt; | ooo.0o
LSEr Praduct Code; 2. Print screens 9-12 are merely to illustrate the
Coolonlate Dun Cﬂ:/ 7 dollar change throughout the PR, you do not need to
3. IF THE QUANTITY take these steps on an actual funds increase for a
HAS TO BE AMENDED, released Req (UNLESS YOU ARE CHANGING
IT MUST BE CHANGED THE QUANTITY). If you would like to see the
ON THE SHIPPING process then click on “Ship To”, otherwise go to
9 ADDRESS AS WELL. #13.

ey, DEDEEDEmES

Item Infarmation
Requisition Mumhber. AMWMENDED-PE-FOR-FI ltern Mumhber 0001 of 1

General
Additional Info

I Ship Ta I Ship TarAccounting
Tt Select  Ship To Mark For  Quantity  Amount Dliwer By
I] FUBLIC DEBT - PkB 1 §2,000.00 30 Days After Award

Summary

Return j
1. Note the amount
took hold

automatically.

2. Click on the hyperlink
of the shipping address.




Requisition Infarmation
Requisition Mumber: AMENDED-PE-FOR-FI Description: Itera tobe increazed by $1000 Quantity: 1
Wersion: 000001 Unit Price: $2,000
Arnount: $2,000

Delivery LocationfAccounting Detail

Ship To
Ship To: [PUBLIC DEBT - PKB Mark For: |
Quantity. |] Armount. |2000.00 <4— | 1. Thenew

| % amount is
Delivery Dafe: & OR Days After Award: [30

elvery %‘3 avs After Awear present.
Accountim -ﬂ-ddl Editl Delete |

Select  Accognting Code a=sury Symbal Fiscal Year UESSGL  Cost Code Object Class  Reporting Category
& (Mone) BPROSEISEDZ 2003 610001 BPD2100000 2611 naoaoona

Submit | Cancel |

2. Choose
“Edit”

3. THIS IS WHERE THE
QUANTITY WOULD HAVE TO
BE AMENDED. IN ADDITION
YOU WOULD NEED TO GO
INTO THE ACCOUNTING
DATA AND CHOOSE
CALCULATE TO GET THISTO
TAKE EFFECT.




Requisition Infarmation

Reguisition Mumber: AWENDED-PR-FOR-FI

Yersion: 000001

Ship To Code: PUBLIC DERT - PER Cluantity: 1

Amount $2,000.00

OFERATIMNG EXFEMSE

CostCode [BPD2100000

OFFICE OF THE ASEIS

Ohbject Class |2611

GEMERAL SUPFPLIES

Reporting Category |UUUDDUEIEI

CAT_B_APPR [M04

DEFAULT

Cohort [

DEFAULT

Project [00000000

FUTLIRE LISE

Future 1 [0000000

FUTURE USE

Future 2 00000000

Percent; |100

FUTLIRE LISE

Ciuantity; |1

Amount. |2000.00 AT

1. The amount flowed over
into the accounting data as
well.

Committed Amaount: |1UUU.DD

Subject to Availability of funds: [

Unobligated: |2E|EIEI.EIEI

2. Choose
“Submit” |-

Calculate I Subm%ﬂcel |




Reguisition Infarmatian
Reguisition Mumber, ARENDED-PR-FOR-FI Description: Item to be increased by $1000 Cuantity: 1
Yersion: 000001 Unit Price: $2,000

Armount: $2,000

Ship To
Ship To: |PUBLIC DEBT - PKB Mark Far: |
Quantity: |1 Arnount. [2000.00

Delivery Date: I % oR Days After Aweard: |3U
Accountimng Addl Ed'rtl Delete |

Select  Accounting Code  Tressury Symbol
= (Mone) BPOOSB0SEDZH 2003 610001 BPDZ100000 2611 ooooooon

Subrmit | Cancel |
“Submit”

Fizzal Year USSGL  Cost Code Object Clas=s  Reporting Category

13.
Previous Add m Delete ﬂ
[tern Information
Requisition Reguisition Mumber. AMENDED-FR-FOR-FI [tern Mumber 0001 of 1
General
Add | Edit | Delete
Additional Infa HIEE
I Ship To I Ship TodAccounting
Teut Select  Ship To bMark For  Quarntity  Armount Deliwver By
Surmary B puslicDEET-PKE 1 $2,000.00 30 Days After Award

Retur\
Click

“Return”




14.

Murmber ot lterms:

-

Requisition Yarsion: 000001 Stage: Amended Requisition Total Amount. $2,0000C
g MetWiew: On Commitment: §2,000.0C%
I ltermns I
Vendors Select  ftam Number  Description Option tem  Status Quantity  Amourt
Supporting Docs [ )] oool Item to be increased by $1000 or more Ttern Metive 1 $2,000.00
Farm Info
Validations L. NO?C the new
L commitment
Status Histary amount.
Matifications
Ownership 2. Click on
Mavigator “Route
Return to Home HiStOI’V”
15.
1 [nfio an
Requisition ion Numper: AMERDED-PR-FOR-FI Status: InProgress » Mumber of tems: 1
""""""""""""""" version: 000001 Stage: Amended Requisition Total Amount. $2,000.00
Main MetView: On Cammitment. $2,000.00
Iterns — \ e
Wendars In Dzte  Out Oate Comments  Status ‘ersion  Phone  Site
Suppaotting Daocs Einancial Interface 09/06/02 0229 PM N Approved  BASE COTs
Farm Info THOMAS NORTHR 09/06/02 02:28 PM N Approved  BASE BFD
Ve 09/06/02 02:28 PM Y Qriginator BASE BFD
I Route Histary | Select
Status Histary “Route”
Motifications
Ownership
Mavigator

Feturn to Home

1. Select
“NEW LIST”.

& nhew List

 Previous Route List

Cancel |

“Submit”




Select “Add Reviewer” to
send this back to the end

Add Approver | Add Reviewer user/PR Creator

Requisition Information
Requisition Mumber: AMENDED-FPR-FOR-FI Status: In Progress Mumber of lterms: 1 =
Yersion: 000001 Stage: Amended Requisition Total Armount. $2,000.00—

(A AR AT i rrraiteenat T OO0 N

Route
Select  Sequence To  Site Action Type InDate  Out Date

Cancel |

Add User to Route

Search:IUSEHD j Fl:lr:lbf Dizplay I Cancel |

Optinns:lCUffEﬂtSitE j M Hesults:l*“:”:I "I Results ;:uerF'age:l*“:I "I

User 10 First Name  Middle Initial  Last Name  Site
BFEIRTAG G BRUCE FEIRTAG BFD
BFERRELL B FERRELL BFD

Select the reviewer’s UserID after you
have searched for it.

Page 1 of 1

Add Approver | Add Reviewer 2 Lp | Move Down | Delete ﬂ

Requisition Infarmation
Reqguisition Mumber, AMEMNDED-PR-FOR-FI Status: In Progress mumber of ltems: 1 =
Yersion: 000001 Stage: Amended Reguisition Total Amount. §2,000.00—

ToAerra it met T 000 N

el

Pld 3 i

Route

Select  Sequence  To Site  Action Type In Otz Ot Date
ﬂ 1 BRUCE FEIRTAG BPD Readytosend Review

Send Savel Cancel |

Click
“Send”.




Requisition Information
Requisition Mumber: AMENDED-FR-FOR-FI
Yersion: 000001

sarmments

Optional comments (Up to 2000 characters):

Status: In Progress

Stage: Amended Reguisition
kit dfimces Tl

Humber of ltems: 1 al

Total Amount. $2,000.00-

L]
armrmiteeomet T 000 N0

Here is the funds increase we discussed.

-

“Add” or “Skip
Comments” as
you see fit.

Add Comments l

Skip Comments

21.

Change Route

Requisition Infarmation

Warsion: 000001

Reguisition Mumber: AMEMDED-PR-FOR-FI

Status: In Progress
Stage: Amended Regquisition

Mumber of lterms: 1
Total Amount. $2,000.00

Wain MetView: Cn Commitment. $2,000.00
e Route
Wendors Ta In D=te Out Date Comments  Status ‘“ersion  Phone  Site
Supporting Docs BEUCE FEIRTAG 08/06/02 03:03 PM M Sent aooood BFD
Form Info THOMAS NORTHRUP 059/0602 03:03 PM ¥ Originatar 000001 BFD
Validations Financial Interface 09/06/02 02:29 P N Approved  BASE COTS

THOMAS WORTHRUF 05f0602 02:28 PM 1N Approved  BASE BFD
I Route History I THOMAS NORTHRUP 09/0G602 02:28 PM Y Originator BASE BFD

Status History

Motifications

Cwenership
Mavigatar

Feturn to Home

Once you see “Sent” next to their
name you know it is in their in-box.
If it still says “Ready to Send” it
has not gone across and you will
need to delete their name, add it
again, and then send it once more.




